How to Search for Certified Vendors by
Location while NOT Logged into the
System



1. Go to https://charlotte.diversitycompliance.com/

2. Click on “Search Certified Directory”

=
m OUR MAIN SITE (?) coNTACT SUPPORT

CHARLOTTE

Supplier Diversity Management System

vy TR

RN
P N
VENDOR CERTIFICATION SYSTEM TRAINING ABOUT THE SYSTEM
Search and/or join our database of Learn how to fully utilize our system Learn more about this system and
certified vendors with a live trainer how it works today
I Search Certified Directory Information forVendors
Apply for/ Renew Certification
UPCOMING EVENTS ACCOUNT ACCESS
View our upcoming events Lookup Vendor accounts or reset

OUTREACH

user passwords
Opportunities for vendor involvement “
Account Lookup

View Active Bid Opportunity Listings

Forgot Password

View Outreach Opportunities

3. Check Minority Business Enterprise (MBE), Small Business Enterprise (SBE), and Women
Business Enterprise (WBE) to search vendors in the City of Charlotte Certified Directory List

Search by Certification Type

Certifications
City of Charlottﬁ:

Certified Directory

Minority Business Enterprise (MBE)

small Business Enterprise (SBE)

Women Business Enterprise (WBE)

Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)

Disadvantaged Business Enterprise (DBE)

O00 0 A&

Historically Underutilized Business (HUB)
Search by Business Name or DBA

Business Name/DBA
! Tip: Try just a few letters of the firm's name.

Search by Business Description

Business Description
o Tip: Try just a few letters of a keyword.

Search by Commodity Code

Commeodity Codes

Click to Lookup Commodity Codes

Search by Contact Person
First name Last name
Contact Person/Owner
Tip: Use the first letter. Tip: Try just the first few letters,
Search by Location
City
drEe Tip: Search for multiple zip codes by separating with commas.
State Select one or *

Phone Area Code

Search by Reference
Ethnicity Select one or more
Gender Select one or mars ©

‘ Search I | Download Entire Directory



https://charlotte.diversitycompliance.com/

4. Type the City that you want to search for available vendors and click “Search”

Search by Certification Type

Certifications

&

Minority Business Enterprise (MBE)

&

Small Business Enterprise (SBE)

¥ Women Business Enterprise (WBE)

Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)

Disadvantaged Business Enterprise (DBE)
[ Historically Underutilized Business (HUB)
Search by Business Name or DBA

Business Name/DBA
Tip: Try just a few letters of the firm's name.

Search by Business Description

Business Description - ’
Tip: Try just a few letters of a keyword.

Search by Commodity Code

Commodity Codes Click to Lookup Commaodity Codes

Search by Contact Person

First name Last name
Contact Person/Owner
Tip: Use the first letter. Tip: Try just the first few leiters.
Search by Location
‘ ciy [cone ]
Zip Code
P Tip: Search for multiple zip codes by separating with commas,
State Select one or -

Phone Area Code

Search by Reference
Ethnicity Select one o more
Gender Salect one or more =

5. Click “Download Search Result”

Search Parameters

l Edit Parameters ‘ ’ Clear Parameters

Certifications Minority Business Enterprise (MBE)
Small Business Enterprise (SBE)
Women Business Enterprise (WBE)

City Charlotte

pr-

Search Results 597 firms with 734 certifications found

Search Again ‘ II Download Search Results

Click the certification type for contact information and certification details

Vendor Location Certification
25/27 Cleaning Services, LLC Charlotte, NC MBE
SBE

6. Check “I’'m not a robot” box

Search Parameters

Edit Parameters I l Clear Parameters

Certifications Minority Business Enterprise (MBE)
Small Business Enterprise (SBE)
Women Business Enterprise (WBE)

City Charlotte

Search Again ‘ I Download Search Results

You are about to export the search results. Depending upon the speed of your Internet connection and
the size of the export file, it may take a few minutes to download the data.

ALERT: The information provided in the file is not to be used for unsolicited advertising, spam, or
any other unauthorized use. Your activities from IP Number 205.141.0.1 on this website are
tracked.

reCAPTCHA
Privacy - Terms

I'm not a robot




7. Type the given code

Search Parameters

Edit Parameters l l Clear Parameters

Minority Business Enterprise (MBE)
Small Business Enterprise (SBE)
Women Business Enterprise (WBE)

Certifications

City Charlotte

Search Again ‘ l Download Search Results

You are about to export the search results. Depending upon the speed of your Internet connection and
the size of the export file, it may take a few minutes to download the data.

ALERT: The information provided in the file is not to be used for unsolicited advertising, spam, or
any other unauthorized use. Your activities from IP Number 205.141.0.1 on this website are
tracked.

~/ Imnot a robot e
TeCAPTCHA

Privacy-Terms

To download this export you must enter the following code exactly as it appears:

Enter EnU45GHC here (case sensitive): EhUASGHd x

[Jinclude Commodity Codes in download

l Download to Excel ‘ l Download to CSV ‘ l Cancel ‘

8. Check “Include Commodity Code in download” box

Sy Doy INNNGCN 200 LAl

SARER PR [ Edit Parameters ] [ Clear Parameters |
Certifications Minority Business Enterprise (MBE)

Small Business Enterprise (SBE)

Women Business Enterprise (WBE)
Ciy Charlotte

Search Again Download Search Results

You are about to export the search resuits. Depending upon the speed of your Internet connection and
the mze of the export file, it may take a few minutes 1o download the data
ALERT: The information provided in the file is not to be used for unsolicited advertising, spam, or
{zed use. Your from IP Number 205.141.0.1 on this website are
tracked.

any other

\/ I'm not 3 robat c
A=l
Praacy - Tomma

To download this export you must enter the following code exactly as it appears:
Enter ERUASGHC nere jcase se
‘ W inciude Commaodity Codes in download

Download to Excel | | Downlosd toCsv | | Cancel




9. Click “Download to Excel”

Search Parameters | EdiP

Certifications Minority Business Enterprise (MBE)
Small Business Enterprise (SBE)
Women Business Enterprise (WBE)

City Charlotte

Search Again Download Search Results

You are about to gxport the search results. Depending upon the speed of your Internet connection and
the sze of the export file, it may take a few minutes to download the data.

ALERT: The information provided in the file is not to be used for unsolicited advertising, spam, or
any other unauthorized use. Your activities from IP Number 205.141.0.1 on this website are
tracked

™~

\/ I'm not 3 robat

To download this export you must enter the following code exactly as it appears:
Enter ERUASGHC hare o sensitive] EWUMSGHC X

W include Commodity Codes In download

Download to CSV Cancel

10. Click “Open”

Do you want to open or save Directory_2019-01-08.xls from charlotte.di ity liance.com? ‘ Open Save | ¥ Cancel x

E..". D Directory_2019-01-08 [Protected View] - Excel

Home Insert Page Layout Farmulas Data Review View @ Tell me what you want to

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

12. Format file to your discretion and click “File”

Insert Page Layout Formulas Data Review View Q Tel

Calibii BT = ®-  EWapTed General - £ Q £m Ex E 2 auosum - Agy p
- H o= [&] Fin- -
Iu- = ElMegencenter - § - % o | G gf Conditional Formatas Cl | lnser Delete Format Sort & Find &
Formatting~ Table- Styles- - - - & Filter ~ Select ~
Clipboard ] Font F] Alignment F] Number 5] Styles Cells Editing
A3 & b3 Results filtered by search parameters
A B c D | E| F G | H | K [
1 |Certified Directory
2 |As of 1/8/2019 10:58:24 AM
3 |Results filtered by search psral}\stsrs
4_
5 |The information provided in this file is not to be used for unsolicited advertising, spam, or any other unauthorized use.
[
7 Company Name DBA Name Physical Address City State| Zip Mailing Address City State| Zip Phone Agency
25/27 Cleaning Services, LLC 1807 Griers Grove Apt D RD Charlotte NC | 28216|16705 PO Box Charlotte NC | 28297|704-999-0070|Charlotte
8
25/27 Cleaning Services, LLC 1807 Griers Grove Apt D RD Charlotte NC | 28216|16705 PO Box Charlotte NC | 28297|704-999-0070 | Charlotte
g




13. Click “Print”

14. Click “Print”

New

Open

Save

Save As

Print

Share

Bxport

Publish

Close

Account
Feedback

Options

Share

Export

Publish

Close

Account

Feedback

Options

***Note:

Info

Directory_2019-01-08

C: = Users » 88164 = AppData » Local » Microsoft » Windows » Temporary Internet Files » Content IE5 » 92UMNV48

Protect
Workbook =

( 'I\n
\’/

Check for
Issues -

Compatibility Mode

Some new features are disabled to prevent problems when working with previous
wversions of Office. Converting this file will enable these features, but may result in
layout changes.

Pratect Workbook

Cantrol what types of changes people can make to this workbook,

Inspect Workbook
Befare publishing this file, be awars that it cantains:
Document properties and absolute path

Content that cannot be checked for accessibility issues because of the current
file type

Manage Workbook

£ There are no unsaved changes.

Print

Copies: 1
o
=

Print

Printer

@ s City_Of_Charlotte_Secure_Pri...
-
S Ready: 419 documents waiting

Settings

Print Active Sheets
Only print the active shgets

&

Pages: : to :
E Print on Both Sides
4 Flip pages on long edge
"=I:|-I=I:| Collated -
1,23 123 123
fw— Mo Staples -
D Portrait COrientatipn -
I:I Letter (8.5" x 11"
85" x11"
E Custom Margjns -
DD Mo Scaling
Dmn Print sheets fat their actual size
Page Setup

Printing options are available through the Print Properties Screen



How to Search for Certified Vendors by
Location while Logged into the System



1. Go to https://charlotte.diversitycompliance.com/

2.

Login to B2GNow

CHARLOTTE

OUR MAIN SITE

(?) cONTACT suPPORT

Supplier Diversity Management System

=

L

VENDOR CERTIFICATION

Search and/or join our database of
certified vendors

Search Certified Directory

Applyfor / Renew Certification

SYSTEM TRAINING

Learn how to fully utilize our system
with a live trainer

ABOUT THE SYSTEM

Learn more about this system and
how it works today

Information for Vendors

OUTREACH

Opportunities for vendor involvement

View Active Bid Opportunity Listings

View Outreach Opportunities

UPCOMING EVENTS

View our upcoming events

ACCOUNT ACCESS

Lookup Vendor accounts or reset
user passwords

Account Lookup

Forgot Password

3. Type in “Username” and “Password” credentials to access the system

Username

System Access Login

Password

& Remember Username



https://charlotte.diversitycompliance.com/

4. Click on “Search” located on the left side of the computer screen

’

®
P/

CHARLOTTE.

&« = 3 S

Reporting »
Create »

Tools »

Settings »

Help & Support »
Logoff

Show All Hids All
N

5. Click on “Certified Vendors”
@

<

CHARLOTTE.
- s B &

Home
View »
Search »

* Certified Vendors I

Users

Contracts
Concessions
Outreach Campaigns
PO Payments
Proposals
Certification Apps
Search Results »

Reporting »
Create »

Tools »

Settings »

Help & Support »

Logoff
Show All Hide All



6. Click on the drop-down box under the Certification Parameters and select the City of Charlotte ONLY

Search First 20 Matches I [ Search All Matches I l Clear Form l

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory ] I Certified Directory as of: (mm/ddiyyyy)

Search Parameters

BUSINESS NAME/DBA

Enter business name, DBA name, Tax ID number, or System Yendor Number; all searches are wildcard (e.g. *text®).

First name Last name Contact Type
CONTACT PERSON Users ZI
aTy
STATE/PROVINCE Select one or more: v
ZIP CODE/POSTAL CODE
Search for muliiple zip codes and post codes by separating with commas.
PHONE AREA CODE
COMMODITY CODES

Click to Lookup Commodity Codes

BUSINESS DESCRIPTION

Certification Parameters

CERTIFICATIONS Use the field below to identify organizations and certification types for this search. C\icﬂjrganization name to
select/unselect all of its types.
[City of Charlotte] o]
| Q
[] rselect all] ~

CERTIFICATION ACTION City of City of Charlotte

[+ Minority Business Enterprise (MBE)
CERTIFICATION STATUS Charlotte

Certified [+ Small Business Enterprise (SBE)

Vendor List ] Women Business Enterprise (WBE)
North Carelina Unified Certification Program
[] Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)
[] Disadvantaged Business Enterprise (DBE) cessing record) search
State of North Carolina ~ filter.
[7] Historically Underutilized Business (HUB)

ASSIGNED CERTIFICATION OFFICER Select one or more v

INCLUDE EXPANSIONS [T Include expansion records in search results




7. Type Charlotte in the City field of the Search Parameters Click on “Search All Matches”

Search First 20 Matches l l Search All Matches l [ Clear Form l

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory I I Certified Directory as of: (mm/dd/yyyy)

Search Parameters

BUSINESS NAME/DBA

Enter business name, DBA name, Tax ID number, or System Vendor Mumber; all searches are wildcard (e.g. *text¥).

First name Last name Contact Type

Users

‘cmr I Charlotte I

STATE/PROVINCE Select one or more

CONTACT PERSON

ZIP CODE/POSTAL CODE

Search for multiple zip codes and post codes by separating with commas

PHONE AREA CODE

COMMODITY CODES Click to Lookup Commodity Codes

BUSINESS DESCRIPTION

Certification Parameters

CERTIFICATIONS Use the field below to identify organizations and certification types for this search. Click an organization name to
select/unselect all of its types.
[City of Charlotte] v
Directory match option:
Match ANY certification type selected above
CERTIFICATION ACTION Select one or more v
CERTIFICATION STATUS All (certified, pending, expired. other)
Optional Process Step: | All
Optional Date Range: to (mm/ddiyyyy)

[ Limit renewing/expiring/renewed/expired (w/out pending or approved certification processing record) search
filter to same certification type.

[ use ORIGINAL renewal/expiration date for renewing/expiring/renewed/expired search filter.
[ Use Expiration Date instead of Renewal Date in search

ASSIGMED CERTIFICATION OFFICER Select one or more v

INCLUDE EXPANSIONS 1 Include expansion records in search results




8. Click “Search Al Matches” ‘

Search First 20 Matches

l Search All Matches ll [ Clear Form l

Quick Search Options

Click a button to initiate an immediate search:

Current Certified Directory I I Certified Directory as of: (mm/dd/yyyy)

Search Parameters

BUSINESS NAME/DBA
Enter business name, DBA name, Tax ID number, or System Vendor Mumber; all searches are wildcard (e.g. *text¥).

First name Last name Contact Type
CONTACT PERSON Users
any Charlotte
STATE/PROVINCE Select one or more v

ZIP CODE/POSTAL CODE
Search for multiple zip codes and post codes by separating with commas

PHONE AREA CODE

COMMODITY CODES Click to Lookup Commodity Codes

BUSINESS DESCRIPTION

Certification Parameters

CERTIFICATIONS Use the field below to identify organizations and certification types for this search. Click an organization name to
select/unselect all of its types.

[City of Charlotte] v
Directory match option:

Match ANY certification type selected above

CERTIFICATION ACTION Select one or more v

CERTIFICATION STATUS All (certified, pending, expired. other)
Optional Process Step: | All
Optional Date Range: to (mm/ddiyyyy)

[ Limit renewing/expiring/renewed/expired (w/out pending or approved certification processing record) search
filter to same certification type.

[ use ORIGINAL renewal/expiration date for renewing/expiring/renewed/expired search filter.
[ Use Expiration Date instead of Renewal Date in search

ASSIGMED CERTIFICATION OFFICER Select one or more v

INCLUDE EXPANSIONS 1 Include expansion records in search results




9. Click “Export”

Buesis Name, A1 [~ ]
26727 CLEANING SERVICES, LLC

IDESIGNWORX LLC

88 MASONRY, INC.
A& W ELECTRIC, INC.

A+ POWER SWEEPERS & PRESSURE WASHING

A DESIGN COMPANY
A PINCH OF SOUL
ASEED OF TRADES.
A1 QUALITY INSULATING SERVICE

ALR ARCHITECTURE

A1 GLASS & ALUMINUM
A1 PRECISION FENCE COMPANY, INC.
ABSOLUTE CLEANING & RESTORATION

ABUNDANT CLEANING

AC PRO CLEANING & ENVIRONMENTAL SERVICES

ACEM GROUP LLC
ACCESS SERVICES INC

ACOP, LLC
ACTION PAINTING PROS.
AD CONGEPTS, INC,

Lecston

CHARLOTTE NC

CHARLOTTE NC

CHARLOTTE, NC

CHARLOTTE. NC
CHARLOTTE NC
CHARLOTTE NC

—— agency aType FR—
480NN Charkotle MEE [
Chariotte 58E actrve
7049133685 Charione SBE actve
Charlotte wag ethee
044000468 Chariotte SBE etive
7043334506 Charione SBE actrve
7045216732 Charione SBE Expired
048100113 Charlotte SBE etsee
048915008 Charlotte SBE ethee
704819976 Chariote SBE actrve
043319204 Charlotte WEE etive
Charlotte MAE Expired
043282698 Charlotte MEE ethee
Charlotte SBE active
Charlotte SBE Deacthated
046280541 Charlotte MAE etwee
045884714 Charlotte SBE actve
7042996706 Chariote MEE acoie
Chariomte SBE it
Charlotte MEE Desctiiated
502716212 Charione MaE acove
Charioste SBE Pending
7046910300 Charodte SBE gt
7046974000 Charione SBE Deried
7045609686 Chariote MBE acove
Charioste SBE acove
2125458167 Charonte SBE actve
5003334570 Chariote SBE actve
7043661616 Charione SBE acove
Charlotte wae ethee

e F R ¢

LA

1z

Search Agan | | Add New Vendor | | Add o Quureach | | Add to Vendor List | | Add to Proposal | | save Search Parameters | I—*

Send Certification Letters. | Message | - seiecta vendor contacttype - o] Comtacts EI

10. Place a check mark in all boxes that should be exported for your file

Vendor Fields

Businez: rame ways s i expare Seieal Unatiezal
[ paaKame [ General Business Description

& Phone [ primary Owner

& Fax [ pate Established

W Email [ Date Incorporated

[ Address. [ Full Time Employees

O ay [] Part Time Employees

[ staterProvince O ren

[ zip coderpostal Code [] system vendor Number

[ website

Feids below wil ake longer i export. Seieq &l Unsviea

O county
[0 company Type

O company Ethnicity
[ company Gender
[ External Reference Numbers

Certification Fields

O One record per firm (certification fields below will at be included in exporty

® One record per certification

Seeqan Unseiec s

™ Certifying Agency
& certification Type
B certification Action
M Certification Status
[ Approval Date

M Certification Date

& certification Renewal

M cerufication Expiration
[ certification Number

[ certified Description

[ Application Date

[ Assigned to Staff - Status & Date

[ Gross Receipts Review - Status & Date

[] Personal bet Warth Review - Status & Date
L] ligibility Requirements - Status & Date

[ screening of SUPPOFTING DOCUMENTS - STatLS
[C] Document Request Letter - Status & Date.
[J Document verification Letter - Status & Date
[ Desk Audit - Status & Date

[ information Request Letter - Status & Date
[ To CommitteerBoard - Status & Date

[ Final Decision - Status & Date

[ Final Decision Reason

[] Final Decision Comments

[ Data Input - Status & Date

[ Data input Comments.

[ published to Directory - Status & Date

[ Published to Directory Comments

[ Approved - Status & Date

[C] Approval Letter - Status & Date

&Date

Denied - Status & Date

Denled Letter - Status & Date
Deceriffied - Status & Date
Decertified Letter - Status & Date
Appealed - Status & Date

Appeal Receipt Letter - Status & Date
Appeal Decision - Status & Date
Appeal Decision Letter - Status & Date
Pending Graduation - Status & Date
Graduation Letter - Status & Date
Graduation - Status & Date
Graduation Reason

Withdrawn - Status & Date
‘Withdrawn Letter - Status & Date
Deactivated - Status & Date
Renewal/Recertification Letter - Status & Date
Certified Since

Expiration Setting

{Auto) Extension Data

OOoO0o0DO0o00O000O0O0O00O0O0o0on0ag

s below will iske arger &2 expart.
[ Ethiicity

[ Gender

O commodity Codes

[ commaodity Codes with Deseriptions
[ Certification Officer/Analyst
[ system Certification ID

SelsciAr Unsslec A

II Save Export Parameters | I RmumlnsaamhﬂnsﬂtsJ { Search Again

*Expmlkcnrds




11. Click “Open”

Do you want to open or save Vendor_Search_Results_2019-01-08.csv from charl dir i liance.com? Open Save [T Cancel

12. Format worksheet that best fits your needs
13. Click “File”

a0 = - Vendor_Search_Results_2019-01-08 - Excel

Insert Page Layout Formulas Data Review View @ Tell me what you want to do

g
Il

‘
=
.
>
b3
1]
Il
¥
5

ol
D ? Calibri %WrapTaﬂ: General -
By -

Past
aev B I U-~

O - A~ Merge & Center = § = 9% » %2 #2 Conditional Fon
Formatting ~ Tz
Clipboard Font ] Alignment [F] Mumber ] Style

Al - = || vendor Search Results

14. Click “Print”

®
Info

Vendor_Search_Results_2019-01-08

New

Open C:» Users » 88164 » AppData » Local » Microsoft » Windows » Temporary Internet Files » Content IES » UG1ZHXXU
Save Protect Workbook
Control what types of changes people can make to this workbook.
Save As Pratect
Workbook
Print
B A Inspect Workbook
= Before publishing this file, be aware that it contains:
g Check for Absolute path
(== Content that cannot be checked for accessibility issues because of the current
Publish —

Close

—‘j Manage Workbook
Q

Y There are no unsaved changes.

Account Manage
Workbook =
Feedback
OEtend & Browser View Options
=Q Pick what users can see when this workbook is viewed on the Web.
Browser View
Options.

15. Click “Print”
Print

New @ 1 -
= opies: :
Open =
Print
Save
Save As Printer

@, City Of Charlotte Secure_Pri..
tey O - -
<’ Ready 418 documen

Print

Dinter Properties

Share
Euport Settings
Print Active Sheets

Publish Only print the active shfets
Close Pages: . to .

B Print on Both Sides

/" Fiip pages on lang edge

Account EE Collated

123 123 123
Feedback

No Staples

Options

Portrait Orientatign
Letter (85" x 11"
85" k11"

Normal Margirf
Left 07" Right: 07"

No Scaling

B
U
]
)

I~
B

Print sheets of their actual size

Page Setup

***Note, if you need to change printing parameters, click on print properties



